May 1, 1997

4.0 Inbox Icon

Step 1:
From the JCALS Session Manager
Single-Click on the

JCALS Inbox Icon.

& JUCALS Session Manager

Date ¢ Time Type hlezzage
€D 0327 MA97 171742 Syztermn U=zer tamczyk logged into nzwclng
@US;‘E?H 447 171300 Ik Feceived Mem Tazk fram Jab Mew_Jaob_
|@ 0327413497 171259 Inbiox Feceived Mem Tazk fram Jab Mew_Jaob_
4] | i3
For Help, presz F1 |COMMECTED | | INE =

Continue on next Page b
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May 1, 1997

4.0 Inbox Icon - New Task

Inbox

Received New Task from Job Test_ECP_Routing From newclwnd_tomezek On Mar 21
19597 10:47

Step 2:
This is a typical notification that a
Task has been assigned for action.

File ‘iew Help
wle| Kalx]| ¥

raboyle Hame | Size | Type
- @ From: newclwnd_tomczyk @ Fram: newclwnd ttomcz.. 18 Task File

4] | *
For Help, press F1 l_ 4

Step 3:
The Inbox window will appear showing the new task assignment.
= Hi-light the task assigned,
then Click Eile,
Open.

to open the Task Assignement Sheet . . .

Continue on next Page b
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4.0 InBox - Document/ECP Review

Job Title: Test_ECP_Routing Status: ACTNE
Task Title: 3 Start: 21 Mar 1397
Task Duration: 2 Days Due: 25 Mar 1937
Workiolder Sample_ECP_Riouiing R Step 4:
L YR Frioiy:  ROUTINE . )
&2 Subriabe: 0 From this Task Assignment Sheet
=l
Description:

May 1, 1997

Review Test-ECP for sample test

Job Subob | Comments

for review.

| Single-Click Workkfolder button,
to access the assigned ECP documents

]

Pioblems | Release Cose | el |

File Edt View DOptions Help

I3 Sample_ECP_Routing - Workfolder Manager

EEPEERIE PR

=-{@ YourwWorkfolders
[ Conract_CDRL_ERR_MSG
[ ECP_555_6204
@ ECP
S5} 5.ample_ECP Routing
@ Simulated ECP_Processing

For Help, press F1

[Dezcription | Format

test-ecp oete  no.. 1 032149
composite no.. 1 0372179

BE04245.2-DW-1-o#1-2091.4 W

{ | 5]

COMNECTED 4|

Step 5:

The Workfolder Manager
screen displays
Workfolders

© (in the left window )
and

Documents

" (in the right window )

Note:

This Workfolder Manager screen
can also be accessed using the
“Workfolder Manager Icon”

from the Session Manager screen.

Step 6: B test-ecp - Workfolder Manager [ |0] x|
Hi-light the document you B et vev e ﬂe'lp
want to review. Hew Ml Vlmjj = EE Y
s L
In the menu bar . . . J_I—lJ—lJJ ‘
Click File iew Description |Formal |Type |E| Date/Time |ID
_C)pén View Dbject Properlies... To Redine HtBSt'BCD doc 1 03/21/97 182850 000
?0 ECiit Wiew Componets...
= Unlock
If you get a message saying / Close 012091 04
that the documentisinuse. . . Al T
Choose To View.
- [&] Simulated ECP_Processing 1] | ¥

In View mode,

any changes to the document

will not be saved.

(pen Object To Edt

CONNECTED ¢

Continue on next Page b
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May 1, 1997

4.0 Inbox - Document/ECP Review

Step 7:
Since ECPs are being developed using MS WORD, the following is a brief
L description on using the “Revision” capability available in MS WORD.

Single-Click Tools ...
Single-Click Revisions ... (from the drop-down menu)

('in the Microsoft Word menu bar )

B File  Edit iew Forma
D|S|E] SlR[¥] &=
=] aial

et

INDrmal

Operation and Report, 1215 Jefferson Dav
Management and Budget, Washington, DC 2060

PLEASE DO HOT RETURH YOUR C(

il

4 Micresoff Word - TEST-EL™™1.doc

Tool: JERE
Spelling...
Grammar...
Thezaurus. ..
Huphenation...
Language...
Wwiord Count. .
Look Up Reference. ..

Windom
F7

Shift+F7

Help

AutoCornect. .

b ail M erge. ..
Envelopes and Labels...

rezponse, including the tim

Protect Document...

ollection of information. Sen
urdzn, to Washington Head
F4302 and to the Office of

THESE ADDRESSES

THE GOVERHMENT ISSUING CONT  pgamn HTRACT/PROCURING
ITEM 2 OF THIS FORM. o
[+ oramaToR Customize... (P LF JOF LEJDF F LOSFLES
=T e e Optianz...
= SIANQMD—M@MMS@EEJCALS .........................................................
Revizions X
| Step 8:
~Document Revision 0K In the Revions window,
IF ;Mark Hevisinns I".'"."Ih||E Edltlﬂg Select Mark Revisions While Editinq,
A = : Click OK.
/ ¥ Show Revizions on Sereen / Lancel
¥ Shaw Revisions in Printed Document To insert changes or comments
: : on the actual ECP . . .
Revigw... | ficoept Al | Reject Al | Hi-light the words to be edited,
then type in the correct wording.
Compare Versions... | Mere Revisions. .. | Options...

If there is not enough room in the block,

make your comments at the end of the
document, with appropriate references
to the block being revised.

When finished reviewing the ECP,

Click File, (in the Microsoft Word menu bar )
Save,

then File,
Exit.
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May 1, 1997

4.0 Inbox - Document/ECP Review

Step 9:

Single-Click Release
Single-Click OK Button

After Editing the item from the Workfolder,
type in your “USERNAME” in the Enter Code window,

you need to “Release” the document.

Joby Trile:
Tosk TilE: il
TaskOiwradon:
‘Warkilder

Shehue: ACTWE
Edest: 21 hse1mny ]
Due: o Mar1eny 0]

Frelemmed El

Pricaity: ROLTIHE

E]

o L

/wmj on_| st | comens| novens | _oee

Release Tazk x| |

Have you unlocked all Warkfalder objects
azzociated with this tazk?

Releaze Tazk?

Yes

Step 10:

As the “Release” process occurs, a window will
appear asking if you have

unlocked all Workfolder objects.

if you had remembered to unlock each document

[T Don't ask me again

~when you had finished reviewing them,

Answer “Yes”,

otherwise . . .

you will need to unlock any documents you reviewed.

“To unlock a document . . .
Single-Click

the Workfolder button on the

Task Assignment window ( from Step 9)

Continue on next page . . .

Note:

(with all the appropriate documents )
to the next person in a “Job”

Release passes a “Workfolder”

and notifies that next person of the “New Task”
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4.0 Inbox - Unlocking Documents

May 1, 1997

Step 11:

When the Workfolder Manager window opens, Hi-light the locked document,

Choose File from the menu bar, and then Unlock.

B3 Test_ECP_3-31-97 - Workfolder Manager

[HI=8 Edit “Yiew Optionz Help

e FJI}EE

2 =l L s ol B L

Retrieve k

Yiew Object Properti
View Corpnere

| Farmat | Copy ... | DatefTime
compozite 1 0353147,
composite 2 0353147,

| »

Lloze S erver

o Sl l{ u
N\

Teztl4ay

N

» Note:
If you forgot to unlock the
document,
a “Key” will appear
to the left of the Icon
next to the file name.
Step 11 will unlock
the document.
Then go back to Step 9
from the previous page
and “Release” the Task
assignment.

For your Info . . .

If another user forgot

to unlock the document,
a “Padlock” will appear
to the left of the Icon
next to the file name.

Continue on next page . . .
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May 1, 1997

4.0 Inbox - Unlocking Documents

Step 1:
To identify which user locked the document you wish to edit . . .
Hi-light the locked document,

Choose File from the menu bar, and then View Object Properties.

B3 Test097 - Workfolder Manager | _ (O] x]
[Z=0 Edit “iew Optionz Help
Hew L4
Sl ' Bele| X|eE(E 2| o] A2
Eetrieve » Description | Fatrmat || Cap... I Date/Tirne | I
3 I Bl [ EteT 2 050247 22:26:41  37-102-4521
Wiew Components. .. FREVEN
LEEWIEN
Unlock
IF-1-27556 .04
-REWIEN
1 | B
‘iew Properties of Selected Object [CONMECTED 4
View Object Properties E
Object Description
Test0s7 =
Object Type: file callection Copy Ma: |2
Object 10 37-101-4511
System Object ID: |0001 002500001 13F
Creation D ate: 05/02/97 22:26:39
Date Last Modified: |05/02/37 22:26:41
Created By: Gregony B Tomczyk Comments: Mo
Locked By: Gregom B Tomczyk. In Reference Library: (Mo
Local File Marne: M
Comments I Cloze Help
Step 2:

The name of the user who has the
document “LOCKED”,
will appear in the “Locked By” window.

Phone call or E-mail that person requesting them
to please “UNLOCK” the document.
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